
Project Expense Authorization 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Authorization for Project-Related Expenses 

 

Dear [Recipient's Name], 

I am writing to formally request authorization for expenses related to [Project Name]. These 

expenses are necessary to ensure the successful completion of the project and are outlined as 

follows: 

• Expense Description: [Description of the expense] 

• Estimated Cost: [Estimated Cost] 

• Purpose: [Explanation of the purpose of the expense] 

These costs will be funded through [specify the budget or funding source]. I believe that this 

investment will provide significant value to the project and align with our goals for [Project 

Name]. 

Thank you for considering this request. I am available to discuss this matter further at your 

earliest convenience. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Contact Information]  

[Your Company/Organization] 


